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Personalize

Favorites
- H

to display the Menu

|- My Personalizations

= My System Profile

Content

(1 - D]

° Layout Delete Pagelet on the Layout Page

. %o sign is a wild card in PeopleSoft
. Clear Cache — Tools > Internet Options > Delete > OK
. Always from PeopleSoft (upper right corner). Try not to use the X

. P-Cards — purchases can be made with the Department’s P-Cards for up to
$1,500 per transaction with a limit of $10,000 per month

o Requisition approval thresholds:
o $5K or less requires 1% level approval
o Less than $50K  requires 2" level approval
o Greater than $50K requires 3" level approval

o Create a Speed Chart:

o Set Up Financials/Supply Chain > Product Related > Procurement Options
> Management > SpeedChart > SpeedChart

ePro Requisition Class December 2013
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New Features:
. Embedded Help
. Zoom click Return to go back

. Override Option

Default Options @

@ Default If you select this option, the defaults specified below will be applied to reguisition lines when there are no predefined
values forthese fields.
©) Override If you select this option, the defaults specified below will override any predefined values for these fields, only non-blank values

are assigned.

o Vendor Name added to the Special item tab

. Requisition Summary on the right side of the screen

. Contract ID default |ComtractID: (0000000000000000000004267 Q&

. Amount only box ) Amount Only

. Pre-budget check B Pre-CheckBudget

o Copy Requisition and Pre-budﬁet check options available on the Manage
Cancel Requisition
Check Budget

Copy Requisition
Edit Requisition
Pre-Check Budget
Requisition Cycle
Wiew Approvals

Requisition page YWiew Printable Version

. Contract Information available on the Requisition Details page

* Contract Information

SetlD Contract 1D
SHARE 0000000000000000000004255

ePro Requisition Class December 2013
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Inquire Budget:

ORACLE’

MultiChannel Ct
Favorites Main Menu > Commitrnent Control > Review Budget Actiities > Budget Details

Budget Details

Enter any information you have and click Search, Leave fields blank for 2 list of all values

Find an
Business Unitt = ¥ W Q,
Ledger Group: - - W Q
Account: begins with » |6011DD Q.
Department: begins with |121DSD Q,
Operating Unit:  begins with ¥ | Q
Fund Code: begins with » |1 oo e}
Class Field: hegins with ¥ | aQ,
Sub-Field: begins with ¥ | Q
ABC: heging with w | Q I
PC Business Unit: hegins with + | Q.
Project: hegins with + | Q,
Activity: begins with ¥ | a,
Source Type: begins with » | e}
Budget Period: begins with + |2D1 4 Q,
Statistics Code:  hegins with | Q

Bearch || Clear  Basic Search [E Save Search Crileria

Search Results

iy 100 First [4] 1e11 [§] Last
Business Unit Ledger Group Account Department Operating Unit Fund Code Class Field Sub-Field ABC | PC Business Unit Froject Adlivity Source Type Budget Period Ststistics Code
KChBL ADNMIN E01100 121050 (hlank) 1000 (hlanky (hlanky |(hlank) (hiank] hlank) (hlank) (hlank) 2014 hlank;

4 i

Navigate to the above Page.

Enter the Chartfield information. Click Search |

Following are the Moptions:

iew 100 First [4] 1-10 ef 10 [] Last
Ledger

Ledger Group |Description Group
Ivpe

AD Admin Budget Ledger Expense

s |

APFPROPF Approp Buddget Ledger Expense

CAP ADMIM  |Continuing Fund Tracking Expense

CAP APPROP Continuing Fund Appropriation Expense
CAP FHEW Capital Fevenue Buddet | edger|Eevenue
KCPDU Admin Budget Ledger Expense
FROJECT PROJECT BUDGET LEDGER  |Expense
FF PAREMT ProjectsiGrants Parent Budget Expense
REVEMUE Fevenue Budget L edger Hevenue

ePro Requisition Class December 2013
(Page 3 of 59)
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ORACLE

| wiowdist | MuMiChannzl Co
Favovrites Mainl‘ﬂenu ¥ Commitmevnt Contral > Review Eludget Activities > Budget Detals

B MewWindow 7 He

Commitment Control Budget Details

Business Unit Ledger Group Fund DeptiD Account Project Budget Period
KizmBl AOIMIR 1000 121040 601100 014
[ Display Chart | (i ]

Ledger Amounts

. 100

Budyet: 1,478,148.42 USD @ <4 Max Rows:

AMtributes
Expense: 37778481 UED L4 <5 Farents Children

A iated Budget
Encumbrance: £,029.00 USD @ <5 SSOHIEen Dungets
Pre-Encumbrance: 1085 00 LUSD @& <5
Associate Revenue: 0.00 Uso
Available Budget
Without Tolerance: 1os413068 8  UsD Percent: (74.02%) 2 Forecests
With Tolerance: 1,094,13868 5 usD Percent: (74.07%) &

Budget Exceptions

Exception Errors: a Exception Warnings: a Budget Exceptions

The above page displays the total Budget, Expenses, Encumbrances, Pre-Encumbrances
and Available Budget.

Click the Activity Log <3 icon to review Pre-Encumbrances for the requisitions.

ePro Requisition Class December 2013
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ORACLE

Favorites © Main Menu > Commitment Control > Review Budget Activities > Budget Details
@New\-’\ﬂn
Activity Log
Ledger: ADMIMN_FPRE
Display open pre-encumbrances onhn O
Activity Log
Tran Document Ref . . . . Fore
Line Label Document 10 Bdgt? Fund Dept1D Account Project Budget Period fear Feriod  Foreign Amount Curr
% 1 gt'drg:_ase 1200000814 ¥ 1000 121050 601100 2014 2014 B 200U
% 1 gt'drg:_ase 1200000817 ¥ 1000 121050 601100 2014 2014 B 0.00U
% 1 gt'drg:_ase 1200000818 ¥ 1000 121050 601100 2014 2014 B 0.00U=
% 2 gt'drg:_ase 1200000818 ¥ 1000 121050 601100 2014 2014 B 0.00U
% 1 gt'drg;_ase 1200000819 Y 1000 121050  &01100 2014 2014 B -4.00U
% 2 gt'dr:;_ase 1200000819 Y 1000 121050  &O1100 2014 2014 B -g.00U
% 1 gt'dr:;_ase 1200000816 Y 1000 121060 BO1100 2014 2014 B -8.00U
% 2 E'#dr;r:_ase 1200000816 Y 1000 121060  AO1100 2014 2014 B 1.00U
% 1 E'#dr;r:_ase 1200000821 ¥ 1000 121060 BO1100 2014 2014 6 -150,000.00U
2 1 Pot'drg;_ase 1200000822 ¥ 1000 121050 BO1100 2014 2014 B 00y
% 2 gt'dr::_ase 1200000822 ¥ 1000 121050 601100 2014 2014 B 0.00U
% 1 gt'drg:_ase 1200000824 ¥ 1000 121050 601100 2014 2014 B -6,000.00U
% 1 gt'drg:_ase 1200000837 ¥ 1000 121050 601100 2014 2014 B 0.00U
% 2 gt'drg:_ase 1200000837 ¥ 1000 121050 601100 2014 2014 B 0.00U
% 1 gt'drg:_ase 1200000838 ¥ 1000 121050 601100 2014 2014 B -10.00U
« 111 | 3
[k

The above Page will display all the Requisitions as well as the POs that
were sourced from the Requisitions.

ePro Requisition Class December 2013
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ORACLE’

Favorites © Main Menu > Commitment Control > Rewiew Budget Activities » Budget Details
@New
Activity Log
Ledger: ADMIM_FRE
Display open pre-encumbrances onhy:
Activity Log
Tran Document Ref . N . . Fore
Line Label Docurment 10 Bilgt? Fund DeptID Account Project Budget Period fear FPeriod  Foreign Amount Curr
% 2 St'drg:_ase 1200000816 ¥ 1000 121050 601100 2014 2014 B 00U
% 2 St'drg:_ase 1200000822 ¥ 1000 121050 601100 2014 2014 B 0.00U
% 1 St'drg:_ase 1200000837 ¥ 1000 121050 601100 2014 2014 B 0.00U
% 2 St'drg:_ase 1200000837 ¥ 1000 121050 601100 2014 2014 B 0.00U
@ | % 1 ::Efqu's'tm” 1200000639 N 1000 121050 601100 2014 2014 B 5.00U
@ | % 1 ::Efqu's'tm” 1200000645 N 1000 121050 601100 2014 2014 B 500U~
@ % E"fq”'s'"m 1200000645 M 1000 121050 601100 2014 2014 B -1.00U
@ | % 1 ::Efqu's'tm” 1200000648 N 1000 121050 601100 2014 2014 B 12,00
@ | % ::E)PT[‘”'S'"D” 1200000649 N 1000 121050 601100 2014 2014 B 10.00 U
@ | % 2 ::Efqu's'tm” 1200000649 N 1000 121050 601100 2014 2014 B 400
@ | % 2 ::Efqu's'tm” 1200000661 N 1000 121050 601100 2014 2014 B 500U
@ | % ::E)PT[‘”'S'"D” 1200000663 N 1000 121050 601100 2014 2014 B 300U
@ | % 1 ::Efqu's'tm” 1200000654 N 1000 121050 601100 2014 2014 B 20,00 U
@ P zﬁfqu's't'm 1200000864 M 1000 121050 601100 2014 2014 B 5.00U
@ | % 1 ::Efqu's'tm” 1200000659 N 1000 121050 601100 2014 2014 B 50.00 U
< 111 ] 3
ok

Page. This

Add a check mark ™ to display Pre-Encumbrances only on the
will display the requisitions only.

ePro Requisition Class December 2013
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Look Up a Contract:

SO~

File Edit Wiew Favorites Tools Help

@] http://psdevapptlke|an14310/psp/PSFSTST/EMPLOVEE/ERP/c/EQAW APPROVAL WORKFLOW.EQAW PRC v| 4 | X ‘ ‘@ Bing P~

¥ |Q - cglover

‘7‘;}’ Favorites [g PO_Contracts

Search

Facebook + YouTube [E58° Kansas City, MO~ B News + . Options +

fa - v =] = v Pagev Safetyv ”

ORACLE'

Wroklist MultiChannel

Favorites Main Menu > Procurement Contracts > AddfUpdate Contracts
EMewWindow 7 Help hitp =

=]

Contract Entry

Enter any infarmation you have and click Search. Leave fields hlank for a list of all values

Add a Mew value I}
SetiD: = [sHaRE Q@
Contract ID: beqins with ‘EVD32D|
Contract Version: = - ‘
Version Status: = - -
Contract Process Option: = - -
Short Vendor Name: beqins with ‘ Q =
Vendor Name: beqins with ‘h\l\ Q
Master Contract ID: hegins with ‘ Q

[[Jcorrect History  [] Case Sensitive

| Bearch | Clear |pasic Search [E] Save Search Criteria

Search Results

[\/lew‘\l]l] First [4] 1110111 [3] Laal{
SetlD  Contract 10 Contract Version Version Ststus Contract Process Option Wendor 1D Short vendor Hame Vendor Hame Expire Dste Contract Ststus Master Contract 1D
SHARE 105420-01 1 Current General 0000030292 BILL IRELADDT  BILL IRELAND & ASSOC. INC |D6/25/2007 Approved (blank)
SHARE 0000000000000000000003870 1 Current General 00000729353 BILLIE JEA-001 BILLIE JEANM MILLS 1203142012 Approved hilank)
SHARE 0000000000000000000003487 2 Current Genaral 0000072358 BILLIE JEA-001 BILLIE JEAN MILLS 0443002014 Approved hlank)
SHARE 0000000000000000000003487 1 History General 0000072958 BILLIE JEA-001 BILLIE JEAN MILLS 043002012 Approved hlank) I
SHARE PA4203 1 Current Order 0000000010 BILLS FLOQ-001  BILLS FLOOR MACHIME SERY 1143002006 Approved hlank)
SHARE Ev0320 1 Current General 0000000010 BILLS FLOO-001 | BILLS FLOOR MACHIME SERV|07/31/2014 Open (blank)
SHARE 0000000000000000000004248 2 Current Order 0000000010 BILLS FLOQ-001  BILLS FLOOR MACHIME SERY 1203142015 Approved 0000000008
SHARE 0000000000000000000004248 1 History Order 0000000010 BILLS FLOQ-001  BILLS FLOOR MACHIME SERY 12/0102014 Approved 0o0oo00000g
SHARE 0000000000000000000004247 1 Current General 0000000010 BILLS FLOQ-001  BILLS FLOOR MACHIME SERY 12/31/2014 Approved hlank) il
« ) il | »
@ Local intranet | Protected Mode: Off ‘7‘51 > H100% -

11:09 AM
11/11/2013

L= =

A R

Enter the Contract # on the

Click =~ Search |

Contract |0

Click the E0320 . to open the Contract

ePro Requisition Class December 2013
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®.|@ http:/fpsdevapptlic.lan:14310/psp/P SFSTST/EMPLOYEE/ERP/ o /EOAW_APPROVAL_WORKFLOW.EOAW_PRC v| ¢,|xH@Bmg P~
- File Edit View Favorites Tools Help
Cx [a- calover

i@ Favorites | 9 PO_Contracts

9l @ Amazon B YouTube [E568° Kansas City, MOw [ News « %, Options *
3 »
M- ~ [ l% * Page v Safety~

ORACLE’

Favo'rites Mam'Memu > Prncuremerlt Contracts » AddfUpdate Contracts

@Nemennw ?Help gFersnna\lzePage

=]

hitp

Contract Entry

Contract

et I

Contract ID: Ev0320 Version: . 1 Status: Current

‘Status: fisdionsionm| Approved Date: 0410172007

Administrator Buyer: dwilliford46 wiilliford, Donna E

Process Option: General Contract Add Comments Activity Log
andor: ’mq Conlract Activities Document Status
Frirnary Contact Info Thresholds & Motifications
“Vendor ID: 0000000010 BILLS FLOOR MACHINE SERY
Begin Date: 04i01i2007

Contract Releases

Expire Date: 073102014 KCM Contract Data (o
Renowa Dot
Currency: UsD  CRRNT Maximum Amount: 200,000.00 USD
Primary Contact: Line ltem Released Amount: 0.00
Yendor Contract Ref: Category Released Amount: 0.00
Description: Floar MachinesiMaintenance KCI Open ltem Released Amount: 149,726.40
Master Contract ID: Total Released Amount: 140,728.40
|| Tax Exempt [ Remaining Amount: 50,271.60
Remaining Percent: 2514
~ Order Contract Options
|| Allow Multicurrency PO [ Allow Open ltem Reference || Must Use Contract Rate Date Rate Date: 04i1142007
[ Corporate Contract [ Adjust Vendor Pricing First [7] Auto Default
[ Lock Chartfields [ Price Can Be Changed on Order “Dispatch Method: Print A | Dispatch
PO Defaults Add Open ltern Price Adjustments Erice Adjustment Termplate i
< | 1 | »
& Local intranet | Protected Mode: Off iy m100% v .
) ] SRR N X ) Ch o A
= = 11/11/2013 |

A contract can be used if the:

*Status:

status must be valid

| Expire Date:

0712014 expiry date should be greater than today's date

| Remaining Amount:

50,271.60 remaining amount is greater than or equal to
the encumbrance. Contracts have no impact on the per-encumbrance. You can add a
contract that has less money than the pre-encumbrance. However, a PO(E) cannot be
processed unless the contract has enough money.

ePro Requisition Class December 2013
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Look Up a Vendor:

ACLE

Favc:vrites Mainl'-flenu 5 Vengc:rs s Wendor Irlformation 5 Add,fl,lpdate s Wendor

Vendor Information
Enter amy infarrmation you have and click Search. Leave fields hlank far a list of all walues.

Find an (DREEIITEN © Add & New Yalue |

~ Search Criteria

SetlD: = - |SHARE Q

\endor 1D: begins with |DDDDDDDD1D

Persistence: = A - [:}
Short Vendor Name: hegins with « | Q

Our Customer Humber: hegins with | Q

Name 1: beging with + | QL

[Jinclude History  [|Correct History  [_| Case Sensitive

| Search || Clear :|Elasi|:Search B Save Search Criteria

Find an Existing Walue | Add a Mew Walue

Enter the Vendor ID on this page

Cllel Search |

ePro Requisition Class December 2013
(Page 9 of 59)
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Favovrites : MainvMenu b \ienvdors > Wendor Invformation > Add,‘tipdate > Wendor
B Me
Identifying Information | Address [ Contacts | Location [ Custom
SetiD: SHARE
Vendor ID: ooooooooto
Vendor Short Name:  BILLS FLOD BILLS FLOGC-001
Yendor Name: BILLS FLOOR MACHIMNE SERY
Order: BILLS FLOO-001 Remit To: BILLS FLOO-001
1225 TRACY 1225 TRACY
KAMSAS CITY, MO 64106 KAMSAS CITY, MO 64106
Status: Approved Last Modified By: mshah
Persistence: Regular Last modified date: 10852013 8:35AM
Classification: Cutside Party Created By
HCM Class: Created Dateftime:
Open for Ordering: es Last Activity Date: TAH2013
Withholding: Ves
|ﬁ Save | |,Q Return to Search | “EI Motify | |E‘+ Add | | U pdate/Display,; | |ﬂ Inczlude History | |@ Correct History |
Summary | |dentifying Information | Address | Contacts | Location | Custorm
L2
A vendor must be in Approved Status to do business with the City.
View other Tabs for more information.
ePro Requisition Class December 2013
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Create a Requisition:

Home | ‘workiist |  MuliChannel Consale

Favarites - Main Menu > ePracurement > Create Requisition
? Help
. Requisition Summary
create Reql’"s'tlon There are no ines on this request.
| E‘ 1. Define Requisition El;; 2. Add Items and Services \g 3. Review and Submit | Plosss At newy I n order 6 savs ths
requisition.
Specify requisition name, requester, and other infarmation that applies to the entire reguisition
Total Lines: o
. ; Total Amount (USD) o
Business Unit: DEFIZ | Finance eBullder Ref ID:
*Requester: [mshah @, Shah, Mian “Currency: UsD
Requisition Name: ‘ Priority: Medium hd
» Line Defaults €
Cantinue Help - Line Defaults (%]
Entering Changes to the Requisition
Use the Line Defaults group box to change or add field values to the entire requisition. As you add
itemns to this reguisition, the values of this group box are applied to the new requisition line based on
wour default option. The Cefault Options group box determines how the field values are applied.
4 111 3

Create Requisition

When you click the | ’ | link, the above screen displays.

Business Unit should defaults to your setting, which is your Department.
Requester should default to your User ID.

You can enter the [Requisvon ame: | | to identify your requisition, if not,
this field will be populated with the requisition #. If you add the Requisition Name, it
will have both the Name and the System generated # after you save the requisition.

Currency is USD

Priority defaults to Medium. It has no impact on the requisition. It only helps if you are
running Reports to identify how many were created in High, Medium or Low priorities.

Click the

L28 The embedded Help icon provides information about a section on the Page.

New Requisition Summary Box -

ePro Requisition Class December 2013
(Page 11 of 59)
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ORACLE’

Favu'ntes MalnvMenu > ePrDcuvrement > Create Requisition

? Help
P Requisition Summary
Create Requisition There are no lines on this request.
‘ E‘ 1. Define Requisition E"#: 2. Add Items and Services \g 3. Review and Submit | Pleass actd neve In in erer to ssve s
recuistion
Specify requisition name, requester, and other information that applies to the entire reguisition
Total Lines: ]

. " Total Ameunt (USD). o
Business Unit: DEPT2 | Finance eBuilder Ref ID:
“Requester: [rrishah Q, Shah, Mian “Currency: usD
Requisition Name: |

Priority: Medium -
~ Line Defaults €

Default Options €@

@ Default Ifyou select this option, the defaults specified below will be applied to reguisition lines when there are no predefined
walues for these fields

(2 override Ifyou select this option, the defaults specified below will override any predefined values for these fields, only non-blank values

are assigned,

Vendor: Q Vendor Location:

[ e
Buyer: liq Category: ,7 aQ Unit of Measure: Q
Ship To: [esn & Modif; Onelime Addtess
Due Date: [ Attention: 7

Ch Details || Asset Information

Pct  Location GL Unit Fund  DeptiD Account  Sub-Field  ABC 3::;' PCBusUnit  Project
G50 Q [kemBU @ [1000Q [131060CL 601 100C, Q a [ |a Q
< 1

v

~ contnue |

Enter

() Override

Ifyou select this option, the defaults specified below will override any predefined values forthese fields, only non-blank values
are assigned.

Vendor: Q

Buyer: | Q

Category: | Q| unit of Measure: Q

Requisitions will workflow to the Buyer you select in the | B*e" swang4s Q
after the requisition is approved in the Department.

Spiv= il >Nipping Defaults

Ship To: G50 Q.| |Due Date: e

You can leave the [Attention: |

blank. The System will add your

name on the \E‘ 3. Review and Submit

Tab.

ePro Requisition Class

December 2013
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Enter Accounting Defaults [}

Accounting Defaults Personalize | Find | B | 28 First K11 or 1 I Last
maails Azset Information
e .
Pet  Location GL Unit Fund  DeptiD Account  Sub-Field ABC 32:' PCBusUnit  Project
| [350 Q [kcmBu (@ [1oo0Cy [121080C, [Bo1100CY | Q | al la]| a |

Most of the data from this page will default to the

| = 2. Add Items and Services | and \ﬁw 3. Review and Submit tabs

'

The —Q‘

data is not migrated unless you select the @0veride pytton,
Open the Details Tab

Open the Asset Information Tab. The data from this Tab will migrate to the Assets
Module, if a Receiver is created. You can Capitalize an asset or leave the box blank.

Clle ~ Continue

ePro Requisition Class December 2013
(Page 13 of 59)
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ORACLE’

Favorites -~ Main Menu > eProcurement > Create Requisition

Create Requisition

|E‘ 1. Define Requisition 2. Add tems and Services 3. Review and Submit
Add lines to the requisition, specifving the information necessary to procure each itern ar service.

Search: Q. Search

talog b Favarites

Select a Request Type 0

Special lterm Request an itern thatis not listed in the Catalog

Eived Cost Serice

Reguest a one-time service for a flat fee
Request a service for which the fee is based on the time warked
Reguest a service forwhich the fee is based on the time warked and materials used.

wariable Cost Semice

Time and Materials

| mutich

? Help

Requisition Summany
There are no lines on this request
Please add new line in order to save this
reguisition.

Tatal Lines: a
Tatal Amount (USD).

Review and Submil

ePro Requisition Class
(Page 14 of 59)
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ORACLE’

| Mutichan
Favuvmtes Main_Menu b eProcu_rement » Create Requisition
? Help
Fprey Requisition Summary
Create Requisition There are no lines on this request
‘ E‘ 1. Define Requisition 2. Add tems and Services \g 3. Review and Submit | pisass ad nex ine In orcer to save this
sl requisition.
Add lines ta the requisition, specifying the information necessary to procure each itern or service.
Search: [ | gearch | Totel Lines: 0
- . L p p Total Amourt (LSD) 0
Catalog Eavorites Templates Farms Web
Special tem
*item Description: ‘TEE‘
“Price: 200000 SCUrrency: usD
*Quantity: 1 *Unit of Measure: EA Q
Category: 51500 Q Due Date: AR
Vendor ID: 0000000010 Q Sugrest Mew Vendor
\endor Name: BILLS FLOOR Mac @
‘endor item ID:
Mrg ID: Q
Manufacturer:
Mfy lkem ID:
Additional Information Request New ftem
AAAAAAL (£ [[IRequest New ttem
[¥]Send to Vendor Show at Receipt [¥]Show at Woucher
. Additem  Cancel || Add ar Start New Type |
I ]
Add [tem Description: |
4
* 1 v | Ed = -] |
Price: and ["Quantity:

Other information should default from the 1-Define Requisition  T3p

Add Line Comments and select if Comments need to be sent to
[T Show at Receipt| | Show at Voucher

Additional Information

B3
Send o Vendor Show at Receipt Show at Voucher
Scroll down and click « Addliem

Add more line items, if needed

Click 2-Beview and Submit - Toh Hfter gl| line items are added.

|~ Send to Vendor

ePro Requisition Class
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Favclr\tes Ma\m'Menu W ercu'rement » Create Requisition

Create Requisition Description Oty UOM

‘ E‘ 1. Define Requisition 2. Add Items and Services E‘ 3. Review and Submit | Test 1 EA

Review the details of your requisition, make any necessary changes, and subrmit it for approval Total Lines: 1
Total Amaunt (USD) 200

Business Unit: DEP12 Finance “Currency: uso

*Requester: \}“nshah Q. Shah, Wian Priority: Mediumm v

Requisition Name: \

Requisition Lines o

Line Description Vendor Hame
b Test BILLE FLOOR MACHINE 10000 Each 200000 200
SERY
[7] SelectAlli Deselect All Total Amount: 2.00 USD =
L Add to Favorites |y Addto Templateis) | 2 hodify Line f Shipping / Accaunting 8} Delete |

Comments @

More Comments

[[] Send to Vendor [[1Show at Receipt [C]Shown at Voucher [[] approval Justification
=] Check Budget = Pre-Check Budget |
| E‘G Save & submit | | ..’3 Save & preview approvals || = Cancel requisition Find more items

Line level comments can be entered on this Page as well, scroll to the right and click
2. Add Items and Services

the icon. The comments on this Page will override the ones on
tab. The following page will be displayed.

CLe
|

Main Menu > eProcurement > Create Requisition
- T

Favarites -
-

Line Comments

Business Unit: DEP12 Requisition Date: 11102013
Requisition ID: MNEXT Status: Open Lirne: 1
Comments
Ize Standard Comments Entered On: 11152013 11:41 1 BAM El
1 %= ARBAARA == (L3

Send to Vendor Show at Receipt Show at Voucher

| Add Attachments |
[ Ok | [Ganzels|

Add Attachments

You can enter comments and

Click 9  when done.

ePro Requisition Class December 2013
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3. Review and Submit

Tab, scroll to the right

5
When you are back on the \5‘
and click the Line Detail icon, F'% The following page will open.

ORACLE’

Favorites Main Menu > eProcurement > Create Requisition

Home |

Workiist | MuliChan

? Help
Create Requisition
Description Oty UOM
Line Details st LR
Tettal Lines: 1
Line: 1 Test Line Status: Open Total Amount (USD) 2
Merchandise Amt: 2.00 uso
Category: 51500 Wigw Higrarchy
Description: Office Supplies, General
Buyer: rsimpson Q Buyer Information
Vendor: 00000000710 Q BILLS FLOOR MACHIME SERY Sunaest Mew Yendor
‘Wendor Location: 00001 (SN
Vfendor's Catalog: ,—
Vendor ltem ID: ,—
Manufacturer ID: [ <t UPN ID:
Manufacturer:
Manufacturer’s tem ID: ,— Q %
Physical Nature Goods -
[CIRFQ Required [ Zero Price Indicator [[] amount Only
[ Device Tracking [|Stockless tem [[linspection Required

Confiquration Info

~ Contract €

Contract ID: 0000000000000000000004247 @ @ GPOID:
Version: Use Contract if Available GPO Contract:
Contract Line: Q Coniract Details

Category Line: 1Q

¥ Sourcing Controls 9

0K I Cancel

Clamountonty - check this box, if you want the PO by AMT

Contracts can default by vendor and category to all requisition lines, or

Click ﬂ to select a contract | Contract In: [0000000000000000000004247 |

Only valid contracts for the Vendor selected in the requisition will be displayed.

Click = o«

Note: If a contract is not added, the System will select the most recent contract if one is
available, and add it to the PO during the Sourcing process.

ePro Requisition Class December 2013
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S , . -
Back on the \5‘ 3. Review and Submit Tab, add a check mark to the

=]

Iine(s) before Opening the e Modify Line / Shipping rAccounting link.

Click = Madify Line { Shipping f Accounting

to change requisition lines data. This is an
efficient way to modify, if changes are the same for a multi-line requisition. If each line

is charged to a separate account, then accounts should be modified at the line level.
However, vendor and buyer can still be changed on this page.

ORACLE’
Home | ‘wiorkist | MutiChannel Console | Addto Favortes
Faworites H Main Menu > eProcurerent > Create Requisition
? Help
Create Requisition Requisition Summary
Description oty UOM
Modify Line / Shipping / Accounting Test 1 EA
o o Tetal Lines: 1
Line Information € Totsl Amourt (USD); 200
Mote: The information below does not reflect the data in the selected requisition lines. When the ‘Apply' button is clicked, the data
entered on this page will replace the data in the corresponding fields on the selected lines.
Wendor ID: Q Vendor Location: Q
Buyer: Q Category: Q
Ship To: Q hodify Onetime Address
Due Date: JE] Attention:
Flease enter a GL Business Unit before selecting ather chartfield values
Accounting Information 5 Find | B | 3 Frer B g op O ot
LR Chartfields2 | Chartfields3 7 Detals | Asset Information |
Location Percent Fund DeptiD Account Project
i a| o | a | a | Q =
.
Load Yalues From Defaults
Apply I Cancel J
Make changes, and
Click = #ly
ePro Requisition Class December 2013
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ORACLE"

Faworites Main Menu > eProcurement > Create Requisition

? Help
Distribution Change Options
Description oty UOM
Test 1 EA
Forthe selected requisition lines, apply distribution changes to
@ ANl Distribution Lines Tetalbines !
Tatal Amount (LISD) 200

Apply changes to all existing distribution lines

(Z)Matching Distribution Lines
Apply changes to each existing distribution line by matching the distribution line numbers.

(Z)Replace Distribution Lines
Rermowe the existing distribution lines and replace with the distribution lines changes

ook | Cancel |

{* Al Distribution Lines

Distribution Change Options Apply changes to all existing distribution lines.
page defaults to

Click =~ @< |if you want changes made to all lines.

ePro Requisition Class December 2013
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ORACLE’

Favarites  Main Menu

? Help

Edit Requisition (Wl Requisition Summary

q Description aty  UOM
||:‘ 1. Define Requisition 2. Add ltems and Services ER 3. Review and Submit ‘ Test 1 EA
Review the details of your requisition, make any necessary changes, and submit it for approval Tatal Lines: 1

Total Amount (LSD) 200

Business Unit: DEP12 Finance *Currency: UsD
Requester: ‘mshah ‘ Shah, Mian Priority: Medium -
Requisition Name: \1ZUUUUUETE

Requisition Lines @

Description Vendor Hame
< [ 1 Test BILLS FLOOR MACHIMNE 1.0000 Each 2.00000 200 BE
SERV

[ |consolidate with other Reqs [ owerride Suggested Vendor
Shipping Line: 1 Due Date: 111172013 Quantity: 1.0000  Price: 3 00000 = |
Status: fctive *Ship Ta: G50 Q. podiy Onetime Address B

i p Add Shipto Comments

Attention To: \abc Add Shipto Comments
*Distribute By: Gty - SpeedChart: (e} *Liguidate by At -

Accounting Lines T 4 T T

Cheartfi [ Chartfields2 | Detals ' Detalz 2 || AssetInformation || Asset Information 2 || Budget Infarmation ¥

Line Status *Location Percent Fund DeptiD Account Merchandise Amt Quantity PC Bus Unit

1 Open G50 [ 1000000 [roo0Cy [1zi050Q [G01100QY 200 1.0000 Q|

4 [ 111 ] 3

[[] Select Al Deselact All Total Amount: 200 UsSD

Pre-Encumbrance Balance: 2.00 usD
U e Add to Favorites (B AddtoTemplates) | 2 Madify Ling J Shipping { Accounting | Delete |
|

[[] Send to Wendor [[] Show at Receipt ["] Shown at Voucher [C] Approval Justification More Comments
| <8 Check Budget nE=s Pre-Check Budget |
[ Save & submit | 5 save&previewapprovals || % Gancel Ghanges | Find more itsms

If YOU dO not use the maodify Line § Shipping rAccounting

information, then make changes on the line.

page to correct the accounts

Account

BO1100CY

Correct the data. It always defaults to 999999.

Click &9 cheskBusast  to pudget check pre-encumbrance or Bk Pre-CheckBudget g
provisionally check the budget. This will not hold funds as pre-encumbrance.

ePro Requisition Class December 2013
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Message

Budget Checking will save your requisition in an Open Status. (18036,35)

In order to perform budget checking on this requisition, it must first be saved inan Open Status. Press Ckio
continue. Press Cancel to return to your requisition without budget checking.

QK \ Cancel \

The above Message screen will open.

Click ok

| Budget Checking Status: Valid |

will be displayed. If budget has an error, then look up the
Commitment Control to verify that enough funding is available.

Note: Click *1#  AddtaFawites 5 add this requisition to your Favorite list

Click to @  DPete  gelected items from this requisition. You select items using the
check box to the left of the item description.

(% Cancel Changes This button is only active if you have saved the requisition, and
have edited it to make changes. Click the Cancel Changes button to revert to the
previously saved version.

Click *  Cancelrequisiton  t45 cancel the entire requisition. The system displays a warning
message before the cancellation.

ePro Requisition Class December 2013
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Click & 8ave &previewapproals . o hreview approvals

ORACLE'

Home |

Favorites ~ Main Menu

? Help
Confirmation
. Tetal Lines: 1
Requested For: Shah, Mian Number of Lines: 1 Total &mount (USD). 200
Requisition Name: 1200000676 Total Amount: 2.00 UsD
Requisition ID: 1200000676 Pre-Encumbrance Balance: 200 ygp
Business Unit: DEP12
Status: Open
Priority: Medium
Budget Status: Walid
eProcurement Workflow

< Requisition 1200000676:Initiated
ePro Requisition Approvals

Hot Routed Not Routed

Iultinle Anprovers » Simpson, Ronnell
B peprz1z0m Approver 1 B ororurement Buyer

| GheskBudget Il Ere-GheskBudget |

I Submit Il Edit Requisition ]| AnnlyAnpraval Ghanges

View printable version Manaue Reguisitions Creats Mew Reguisition

Click | Ea Save & submit

to submit the requisition for approval

Favarites  Main Menu
- -

? Help
. uom
Confirmation 1 EA
Requested For: Number of Lines: Total Lines: 1
quested For: Shah, Mian umber of Lines: 1 Tatal Amourt (USD)! 200
Requisition Name: 1200000676 Total Amount: 200 UsD
Requisition ID: 1200000676 Pre-Encumbrance Balance: 200 ygp
Business Unit: DEF12
Status: Pending
Priority: Medium
Budget Status: valid
eProcurement Workflow
- ) . € Request Information
~ Requisition 1200000876:Fending [#]3tart Hew Pah
ePro Requisition Approvals
Pending Not Routed
Multiple Approvers ] Sirmpsan, Ronnell | g

C DEP12 121050 &pprover 1 B & eProcurement Buyer
| Skt || Edit Reguisition /1 ARl AR RaYaL GHARTES /| GheskEuet /1 Pre-GheskBud st |
Wiews printable version Manane Reguisitions Create Mew Redquisition

The above page will be displayed

Pending

C") Multiple Approvers
DEP12 121050 Approver 1

Click the link to see who received the requisition for approval

ePro Requisition Class December 2013
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ORACLE’

Hame:

Wiew printable version

Manage Requisitions

Create New Reguisition

Favorites Main Menu > eProcurement > Create Requisition
? Help
@ http://psdevappflkclan14310/psc/. = | [ E
Confirmation -
-
Approver #1 |
Requested For: Shah, Mian Numnber of Lines: Hame: Shah, Mian
Empl ID: 100230
Requisition Name: 1200000677 Total Amount: Department: 121050
Requisition ID: 1200000877 Pre-Encumbrance Balance]| |Supervisor ID:
Business Unit: DEP12 Telephone: »
Reports To Position Number: 204376
Status: Fending Email ID: mian.shahgkemo.arg
Priority: Medium Approver #2 =
Budget Status: valid MName: Williams, Rusty
Empl ID: 100282
Department: 121050
eProcurement Workflow Supervisor ID:
—— ) A € Reauest Infarmation Telephone:
7 Requisition 1200000677:Pending (1511w pan Reports To Position Number: 60206666
ePro Requisition Approvals Email ID: mian.shah@kemo.ory
Pending Not Routed
Multinle Approvers F Simpsan, Ronnell | Close 0
€] DEP12 121050 Approver 1 & eProcurement Buyer =
] n 3
Subirit EditResuisition Aaplydapraval Ghanses GhestsBudnet: Rre-GheskBudast

Redq)

Description Oty UOM
Test2 1 EA
Total Lines: 1
Total Amourit (USD) 300

The small window displays the Users receiving the requisition for approval

Click __%"s#

Click the

Edit Requisition

to close the small window

if you need to go back and make changes to the requisition

ePro Requisition Class
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Message

This requisition is pending approval. Editing this requisition may reinitialize approval process. (18036,6248)

If you modify an approved requisition, the approvals are removed and the Budget
Status is not Valid. After making the required changes, you will need to re-budget
check the requisition.

Budget Checking Status:Valid

will be displayed and a Requisition # will be assigned.

Click = ©k

Click the & 8awe&meviewappiovals . v \iewy approval routing

Click | “&  Sae&submit v 1o\ ke the requisition for approval.

ePro Requisition Class December 2013
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Note:

Home

Favorites — Main Menu

~ Requisition 1200000677 :Initiated
ePro Requisition Approvals

Confirmation
Requested For: Shah, Mian Number of Lines: 1
Requisition Name: 1200000677 Total Amount: 4.00 UsSD
Requisition ID: 1200000677 Pre-Encumbrance Balance: 200 ygp
Business Unit: DEP12
Status: Open
Priority: Medium
Budget Status: Mot Checked

eProcurement Workflow

Not Routed Mot Routed
& Multiple Approvers & Simpson, Ronnell
DEP12 121030 Approver 1 eProcurement Buyer
| Subimit 1 Edit Requisition | | ApplyAparoyalGhannes /1 Check Budget | | Pre-Check Budget

Vienw printable version Manane Requisitions Create New Reguisition

Description Oty UOM
Test2 1 EA
Total Lines: 1

Total Amount (USD). 4.00

Check Budget or Pre-Check Budget

You can

Submit

and

for approval from the above page as well.

ePro Requisition Class
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Ml 9 0+ 9 @3- Approval is Requested for Requisition ID "1200000677" Business Unit "Finance” - Message (Plain Text) = I@ X
File Message > @
N a1 ~ = S =Y
4 Ignore x = _@ Lo Bhmeetng |8 Finance 3 To Manager 72] [ Rules » Y af) 4 Find Q
(34 Tearn E-rnail « Done QA oneNote 2 Related -
Junk = Delete | Reply Reply Forward & ppore = ||~ 5 _ | Move Mark Categorize Follow | Translate Zoon
& Al = & Reply & Delete & Create Mew v . 2] Adtions * | Unread : Up - . l¢ Select ~
Delete Respond Quick Steps F] Move Tags F] Editing Foom
From: mian.shah@kcmo.org Sent: Mon 11/11/2013 12:33 PM
To: Mian Shah; Mian Shah
o]
Subject: Approval iz Requested for Requisition ID "1200000677" Business Unit "Finance"
\---n--‘lw‘wwz‘w‘waw‘“‘4”“”5““”5”‘“‘7”"wsw“wgw“wm‘)\‘@

A requisition has been entered which requires your attention.

Requester: mshah

Business Unit:  Finance

Requisition ID: 1200000677
Requisition Name: 1200000677
Date: 2013-11-11

You can navigate directly to the approval page by clicking the link below.

http://psdevappfl.ke.lan:14310/psp/PSFSTST/EMPLOYEE/ERP/c/PY_MAIN MENU.PV REQ APPROVAL.GBL?Action=U&BUSINESS UNIT=DEP12&REQ |D=1200000677

User with the 1% level approval will receive an e-mail to approve the requisition.

Click the icon to open the requisition as shown in the screen shot

ePro Requisition Class December 2013
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Faworites © Main Menu > Warklist > Worklist
L - -

@Nemednw ?He\p @FersnnallzePage r,http

W orklist for rshah: Shah, Mian

Work List Filters:

Dste From Work tem Wiorked By Activit Friarity Link
WoucherApproval, 202 DEP12
— T902-01-02, 7,0
Liu, Charity 10/ 7i2013 Approval Routing Approval Workflow S-Lowy ~ BUSINEES UNIT:DEP132 | Warkaiarked | |mReassionm|

YOUCHER ID.12040824
BDC.RADA

YoucherApproval, 203, DEP12
1902-01-02, M, 0

BUSINEES UNIT:DEP12 | tarkaiarked | |l Reassionm|
YOUCHER 1D EEE]

EDCRADA

YoucherApproval, 222 DEP12
T902-01-02, I, 0

BUSINEES UNIT:DEP12 | tarkaiarked | |lsReassionm|
YOUCHER 1012040634
EDCRADA

Woucherfpproval, 232 DEP12
1902-01-02, M, 0

BUSINEES UNIT:DEP12 | tarkaiarked | |l Reassionm|
YOUCHER 1012040635
EDCRADA

Farzhall, Sue 10M7i2013 Approval Routing Approval Warkflow 3-Lowe

4

4

Parshall, Sue 10M7i2013 Approval Routing Approval Warkflow 3-Lowe

Farzhall, Sue 10M7i2013 Approval Routing Approval Warkflow 3-Lowe

4

WoucherApproval, 233, DEP12
T902-01-02, 1, O
BUSIMEES UNIT:DEP12 | tarkaiarked | |lsReassionm|
VOUCHER 10.12040838
RDCRADA
Requisition, 165901, DEP12, 2013-
i " B-12 1, O :
Shat, Mian 10/2142013 Approval Routing Approval Workflow TMedum ¥ SESRESE UnTDER12 |statkaiarked | | seReassignee|

REQ D 1200000653
Requisition, 165951, DEP12, 2013-
N " B-12, M, 0 :
Farshall, Sue 1002002013 Approval Routing Approval Waorkflow ZMedium ¥ | SUEESS UNIT.DER 2 |tiararked | |l Reassione| I}
REQ [D:1200000655
equisition, 166043, DEF12, 2013-

0B-12. M. 0
Farshall, Sue 11iM4i2013 Approval Routing Approval Workflow TMedum ¥ | SEEREEE UnTDEP12 |starkiiarked | |lseReassionm|
REG D:TZ00000660
Bequisition, 166234, DEP12, 2013-
B-12, M, 0 :
BUSINESS UNT.DEF12 |tteteitiarkie ) || sfteassion )|
REQ 1D:120000067 6
Requisition, 166238, DEF12, 2013-
Shah, Mian 111143013 Approval Routing Approval Workflow -Mediorm -a%éﬁ\lN E; UNITDEP13 |starkiiarked | |lsReassionm|
REQ 001200000677

Parshall, Sue 10M7i2013 Approval Routing Approval Warkflow 3-Lowe

4

Shah, Mian 111102013 Approval Routing Approval Workflow Z-Medium v

| Refresh |

Eeguisition, 166238 DEP12, 2013-
06-12 M, 0
BUSIMESS UNT:DEP12

Click the [EE=L1200000ETT to open the Requisition for approval.

You can also navigate to the following page to open a requisition for approval.
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Favorites © Main Menu > eProcurement > Manage Requisition Approvals

B4 : -

Manage Requisition Approvals
* Search Requisitions

To lncate reguisitions that reguire your approval (or requisitions that previously reguired your approval), editthe criteria below and click the Search button.
Requisition ID: [1zooooosrr Q@ Requisition Name: | Q

Business Unit: WQ *Status: Pending A4

Date From: 111172012 [ Date To: 11172013 B

Requester: I—O\ Entered by: I—Q

| Search | | Clear | Show Advanced Search

=

Requisitions

To approve or deny one or more pending requisitions, select the appropriate action from the dropdown and click submit. To view
the complete details of a requisition, click the Requisition 1D link.

Expand All B Collapse Al

b ® Pending ¥ 1200000677 1200000677 DEP12 1171152013 Shah, Mian Shah, dian 400 UsD
Mark All: v spprove @ peny O How

| Subrmit |

Create Mew Requisition Manage Requisitions

Click the requisition number 122000087

ePro Requisition Class
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ORACLE"

Favorites Main Menu > eProcurement > Manage Requisition Approvals

Requisition Approval

Business Unit: DEP12

Requisition ID: 1200000677

Requisition Hame: 1200000677

Requester: Shah, Wian

Entered on: 11152013

Status: Pending Total Amourt: 4.00 USD
Priority: Medium

Budget Status: Mot Checked

Requester's Justification:

No justification entered by requester.

& Edit Requisition | Wiew printable version
* Line Information @

Line Information Personalize | Find | E First B 1 of 1 I ast

ttem Description Wendor Name Guantity uom Price

1Test2 UZ EMGIMNEE-001 1.0000 EA 4.00000 usD

Select All/ Deselect All
L View Line Details |

Additional Requisition Informationl

* Review/Edit Approvers

eProcurement Workflow

GViewiHide Comments
= Redquisition 1200000677 :Pending € Request infarmation

[#]start Mew Path
ePro Requisition Approvals
Pending Not Routed
Multiple Approvers # Simpson, Ronnell #
G) DEF1Z 121080 Approver 1 _’ @ eProcurement Buyer

> Comment History

Enter Approver Comments

(BT
v Apprave | & Deny Haold
Eeturn to Approve Reguisitions Approval Histary Previous in List Mext in List
Enter comments in the Approval Comments box.
Click [~ Asereve  for approval.
After requisition approval, it will go to the Buyer.
ePro Requisition Class December 2013
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= R TR = W Approval is Requested for Requisition ID "1200000677" Busingss Unit "Finance” - Message (Plain Text) — o
PP d q =l
File Message Add-Ins (=) e
- — p— - * F
# Ignore x _gi _}; _% % Meeting L3 Finance 5 To Manager N3 Rules f )j Y a&’ 44 Find (-%
@4 Team E-mail + Done ] onenote : 2y Related ~
Junk - Delete | Reply Reply Forward 5, pore - . Wove X Mark Categorize Follow | Translate Zoom
& Al < 4 Reply & Delete Z Create MNew - [ Adions * | ynread z up - . l; Select ~
Delete | Respond | Quick Steps | Move Tags | Editing | Zoom |
From: rmian.shahi@kcrmo.org Sent: Mon 11/11/2013 12:42 PM
To: Mian Shah; Mian Shah
Cc
Subject: Approval is Requested for Requisition ID "1200000677" Business Unit "Finance"
[Fecei oo il oeofoooe@s ool ooo@oooloovodosolooogooss " @ o 1 vy

A requisition has been entered which requires your attention.

Requester: mshah

Business Unit:  Finance

Requisition ID: 1200000677
Requisition Name: 1200000677
Date: 2013-11-11

You can navigate directly to the approval page by clicking the link below.

http://psdevappfl.kc.lan:14310/psp/PSFSTST/EMPLOYEE/ERP/c/PV MAIN MENU.PV REQ_APPROVAL.GBL?Action=U&BUSINESS

-a---n‘wgw-n---m-)\‘@
3

UNIT=DEP12&REQ |D=1200000677

The Buyer will receive an e-mail for the requisition
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ORACLE’

Favarites Main Menu > Worklist > Worklist

Reguisition Approval

Confirmation

v’ 1200000877 has been approved.

Review/Edit Approvers
eProcurement Workflow

= Requisition 1200000677 : Approved (2 viewHide Comments

&Prao Requisition Approwvals

Approved Approved
“ Shah, Mian —» “ Simpson, Ronnell
DEF1Z 121050 Approver 1 eProcurement Buyer
1144412 - 12:51 PM 1114412 - 12:53 PM

- Comment History

The Buyer approves the Requisition.

eProcurement Workflow displays the Requisition is Approved at all levels.

T - T T OIS TIo T T T DUSTIE S ST T AT T T TE S D ST AP RTE Ve T TR TS SOy T TEN T AT, —F
ﬁ Message Add-Ins (2]
y . £Y .
@y Imnore x ,_a ‘_i_a ,_a B, Meeting 23 Finance (% To Manager B3 [ Rules @ Y a&_’ & Find q
&4 Tearn E-mail & Done ] onemote 2 Related -
Junk - Delete | Reply Reply Forward 5, ppore ~ " _| | Move Mark Categorize Follow | Translate Zoom
& 1un Al 2 i i Reply & Delete 7 Create New = . £ Adtions © | Upread - g - . l¢ Select -
Delete Respond Quick Steps -] Move Tags [} Editini Zoom
X (¥ [2) [2)
From: sue.parshall@kcmo.org Sent: Mon 111172013 12:53 F
To: Mian Shah
Cel
Subject: Requisition ID "1200000677" Business Unit "Finance” Has Been "Approved”
I - N - . N - N - T I A - I 9 1 - 10 - L

The following requisition has been "Approved".

Requester: mshah

Business Unit:  Finance

Requisition ID: 1200000677
Requisition Name: 1200000677
Date: 2013-11-11

You can navigate directly to the approval page for more information by clicking the link below.

http://psdevappfl.ke.lan:14310/psp/PSFSTST/EMPLOYEE/ERP/c/PV MAIN MENU.PV REQ APPROVAL.GBL?Action=U&BUSINESS UNIT=DEP12&REQ |D=1200000677

An e-mail is sent to the initiator that the requisition has been approved by the Buyer.
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Note:

|m @ Requisition - Windows Internet Explorer El n

Favorites | Main Menu > eProcurement >
— ‘@J httpi//psdevappflic. an:14310/psc/PSFSTST Aview/FILEDB Xt V‘ 4 ‘ xX ||J Bing L " i
Requisition Approval =
File Edit View Favorites Tools Help
Business Unit: DEP12 x |a- A ] i
mazon : Options ~
Requisition ID: 1200000676 2 2 L >>
Requisition Name: 1200000678 5 7 Favorites ‘ @ Requisition ‘ ‘ X v = o= v Page~ Safety v
Requester: Shah, Mian
-
Entered on: It Business Unit: DEP12 Requester: mshah Status: Pending Approval W
Status: Pending Requisition: 1200000676 Requested By: Shah, Mian Currency: USD
Priority: Mediurn Requisition Name: 1200000676 Entered Date: 11411413 Total: 200
Budget Status: walid Line: 1 Item Description: Test Quantity: 1.0000 UOM:EA  Price: 2.00 Line Total: 2.00
Requester's Justification: Line Status: Pending
No justification enterad by requester. Line Comments:
£ AARBARA 55
& Edit Requisition I -
i e Address: P o =
ip Line: Ship To: G50 Shi ntity: 1.0000
" " il p lczed i FINANGE DEPT - AGCOUNTS DI QI
~ Line Information € Attention: 2be Due Date: 1141112 CITY HALL - 2RD FLOOR WEST Shipping Total: 2 00
Line Information 414 E.12TH STREET =
KANSAS CITY MO 64106 T
United States
1Test
SelectAll [DeselectAll 1 Open G0 1.0000 100.00 200 KCMEBU G000
L Wiew Line Details Dept Fund
121050 1000
~ Review/Edit Approvers Open QTY Open Amt
eProcurement Workflow 1.0000 0.000
< Requisition 12000006 GL Base Amount  Currency Sequence | WL
20 usp 0
=Fro Requisition Approvals
Pending
G) Multiple Approvers L}
DEF1Z 121080 Apprower 1 &7
Done € Local intranet | Protected Mocle: Off Phow ®100% v
Enter Approver Comments il
=

Yiew Line Details

Add a check mark to the line and click
displayed.

The above screen will be
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ORACLE’

Favorites

Main Menu > eProcurement > Manage Requisition 2pprovals

ePro Req Approval Details

Wardist Add to Favorites
-
Requisition Business Unit Reguester Reqy Date
1200000676 DEP12 Shah, Mian 1101192013
Line 1 Test
Comments AAAAARA
Oty Price Total uom Curr
1.0000 2.00000 2.00 EA usD
Buyer

Simpson, Ronnell

Contract 0000000000000000000004247  Line

Sched Num

Ship To Attention To
1

Due Date
G50 ahc

111172013

GL Business Unit

Opersting PC Business Source
Fund. #ocount Sub-Field ABC P Subcategory Class  Location
Fund OeptID Account Sub-Field AEC ok il Project Activity Type  Celegory Subcategory Class Location
1 KCmau 1000 121040 B01100 G&0

Additional Requisition Information | to display
requisition information.

the above page for additional

ePro Requisition Class

December 2013
(Page 33 of 59)



City of Kansas City, Missouri
ePro Requisitions Training Manual

Note:

ORACLE’

Favorites © Man Menu > eProcurement > Manage Requisition Approvals
£ H - -

Requisition Approval

Business Unit: DEP12

Requisition ID: 1200000676

Requisition Name: 1200000676

Requester: Shah, Mian

Entered on: 11152013

Status: Pending Total Amount: 5,001.00 USD
Priority: Medium

Budget Status: Walid

Requester's Justification:
Nojustification entered by requester.

|i#‘ EdiiRe | Wiew printable version

daor Name

BILLS FLOO-001 1.0000 EA 5001.00000

[] Select AllJ Deselect All
L View Line Details |

Additional Requisition Informationl

* Review/Edit Approvers

eProcurement Workflow
= Requisition 12000006786:Fending (2 viewHide Camments
ePro Requisition Approvals
Approved Pending Not Routed
Y rnmsosmoet || O stz semoaz| 7 B oo

11411512 - 1:10 P
I Comment History

Enter Approver Comments
B

v Approve & Deny EL Pushhack |

Eeturn to Approve Requisitions Anproval History Frevious in List Mextin List

When you have more than two levels of approval, then a requisition can be
& Deny |’ 5 Pushhack |0r v Approve

@ otew | sends the requisition back to the initiator. & Pushback | sends it back
to the last approver.

ePro Requisition Class December 2013
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Note:

Message

Enter comments explaining why you are pushing backthis requisition, then click 'Pushback’ again. (18036 6231)

Camments are required explaining why this requisition is being pushed back, sathe prior approver knows why
this requisition was not appraved. If appropriate, please include details of what can he changed to getthe
requisition approved.

If you @ Deny | or & Pushbask | 3 requisition without a Comment, the above
message will be displayed. A Comment is required.

ePro Requisition Class December 2013
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h, Shana

=an, Ronnell

 Anne

 Anne

 Anne

hall, Sue

hall, Sue

hall, Sue

, Mian

Charity

Charity

Date From

Work kem

Work List Filters:

Waorked By Activity

080272013

10M10/2013

10M 772013

10M 72013

10M 772013

1002172013

1002172013

1002172013

1002172013

102202013

10222013

Approval Routing

Approval Routing

Approval Routing

Approval Routing

Approval Routing

Approval Routing

Approval Routing

Approval Routing

Approval Routing

Approval Routing

Approval Routing

Approval Workdlow

Approval Workdflow

Approval Workdlow

Approval Workdflow

Approval Workdlow

Approval Workdflow

Approval Workdlow

Approval Workdflow

Approval Workdlow

Approval Workdflow

Approval Workdlow

ErilJournal

| Routing
Approval

-

Requisition, 165613, DEP14, 1M, 0
BUSINESS UMIT:-DEF14
REG 101400000042

Medium v 2081

3-Lowy

3-Lowy

3-Lowy

3-Lowy

3-Lowy

3-Lowy

-

-

:BljSINESS UNMIT.DERT2
REQ 10:1200000644

Woucherfpproval, 234, DEP12
1902-01-02, M, 0

BUSIMESS UMIT:-DEFP12
WOUCHER 1D:12040838
EDCREADA

Woucherfpproval, 235, DEP12
1902-01-02, M, 0

BUSIMESS UNIT.DEP12
WOUCHER 1012040839
EDC.RADA

Woucherfpproval, 236, DEP12
1902-01-02, M, 0

BUSIMESS UNIT:DEP12
YOUCHER [D:12040840
EDC.RADA

Woucherfpproval, 273, DEP12
1902-01-02, M, 0

BUSIMESS UMIT:-DEP12
WOUCHER 1D:12040843
EDCREA DA

Woucherfpproval, 274, DEP12
1902-01-02, M, 0

BUSIMESS UNIT:DEP12
WOUCHER ID:12040542
EDC.RADA

Woucherfpproval, 282, DEP12
1902-01-02, M, 0

BUSIMNESS UNIT.DEP12
YOUCHER [D:120405844
EDC.RADA

Medium w201

3-Lowy

3-Lowy

-

-

:BljSINESS UNIT:DERT2
REQ 10:1200000653

Woucherdpproval, 334, DEP10
1902-01-02, M, 0

BUSIMESS UMIT:-DEP12
WOUCHER 1D:12040812
EDCREADA

Woucherfpproval, 335, DEP10
1902-01-02, M, 0

BUSIMNESS UNIT.DEP12
YWOUCHER 1D:12040818
EDC.RADA

Reguisition, 165791, DEP12, 2013-
2 M0 [

Requisition, 165301, DEP12, 201 3-
] [

Iarksisiorked

Iarksisiorked

Iarksisiorked

Iarksisiorked

I arkssiorked

Iarksisiorked

Iarksisiorked

I arkssiorked

Iarksisiorked

Iarksisiorked

I arkiiorked

Reassign

Reassign

Reassign

Reassign

Reassign

Reassign

Reassign

Reassign

Reassign

Reassign

Reassign

If your Worklist displays all documents, use the filter for the documents you need to

review.

Select the Approval Routing
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Print a Requisition:

Favarites ~ Main Menu »  eProcurement  : Manage Requisitions
- : - -

@New\l\fmdow ? Help Personahze Page D http 1

Manage Requisitions
~ Search Requisitions

To lacate requisitions, edit the criteria belows and click the Search buttan

Business Unit: DEP12 L Requisition Name: [ C
Regquisition ID: ’WQ Request Status: All but Complete - Budget Status:

Date From: [110a2013 [ Date To: 11711/2013 5

Requester: [mshan | Entered By: Ta PO ID: C
| Search H Clear |

Requisitions

To view the lifespan and line iterns for a requisition, click the Expand triangle icon
To edit or perform another action on a requisition, make a selection fram the Action dropdown list and click Ga.

Requisition Name BU Date Status Budget

b 1200000671 1200000671 DEF12  11/0%W2013  PO(s) Created Walicl 16.00 USD <Select Action= v | Go

Create Mew Requisition Review Change Request Reviews Change Tracking Manage Receipts Requisition Repart

Open a Requisition that needs printing.

Click the Feguisition Feport link

ePro Requisition Class December 2013
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ORACLE

Home MultiChan
Favorites - Main Meru 3 eProcurernent  »  Mamage Requisiions
- : - -

B New Window P Help , http
Requisition Print
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing S0 Add & New Valug |

Run Control ID: begins with +

Case Sensitive

. Search | Clear :|BasiESEarEh B Save Search Criteria

Search Results

P/\EWAH First [4] 1-60r6 [3] Lasq

Run Control ID

DISPATCH PO

PSS PO DISPATCH DEFAULT

Brint PG

RECEIPT DELIVERY-mshah

EECY-DLY-rmshah %
mshah

Find an Existing Value | Add a Mew Valug

Click | Search

Select a Run Control ID; if none exists then create one by clicking the 2ufa Hew alue

tab

ePro Requisition Class December 2013
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ORACLE’
Harme MultiChannel Cansale

Favorites — Main Menu > eProcurernent > Manage Requisiions
> : - -

@ Mew Window P Help

Print Requisition

Run Control mshah Feport Manager  Process Monitor ‘ Run |
1D:
Language: English v @ specified ) Recipient's

Repeort Reguest Parameters

Business Unit: DEF12 Q Statuses to Include
Regquisition ID: 1200000671 aQ ¥l approved | SelectAl |
Ml canceled ’
From Date: @ @Completed
Through Date: [& ¥ open
[Vl Pendin
Reguester: | Q g
On Hald AMND Mot On Hold A

B Save | 4 Return to Search | 4[5 Previousin Liat.‘ 3Bl entsimlist| | Notify | B Add | | Update!DiSpIayi‘

| Addto Fav

Personalize Page &, hitp

DEF12 Q

Business Unit:

Enter the , and the

1200000671 Q)

Regquisition 1D:

Populate the as shown

Click @ save

Click | Run

ePro Requisition Class
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ORACLE’

Horme | orklist | MultiChannel Co e Add to Favorites

Favorites  Main Menu > eProcurement  »  Manage Requisitons
- : - -

@NemedDW ? Help Persunal\ze Page , http

Process Scheduler Request

User ID: mshah Run Centrol ID: mshah
Server Name: [N ~ Run Date:[11/1172013 [E]
Recurrence: hd Run Time:|4:58:29PMW \ Reset ta Current Date/Time |

Time Zone: ST R Central Time (Us)

Process List

Select Description Process Name Process Type “Type *Format Distribution
[] Requisition Print SQR PORQO10 SOR Repart YWeh * PDF * Distribution
\ QK ” Cancel |

Do not make any changes to the above Page

Click _ ok |

ePro Requisition Class December 2013
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ORACLE’

Favorites © Main Menu > eProcurement  »  Manage Requisiions
- H - -

Home

Print Requisition

Run Contrel
1D
Language:  Endlish ~ @ specified O Recipient's

mshah Report Manager  Process Monitor

Report Request Parameters

Business Unit: DEP12 Q Statuses to Include
Requisition ID: 1200000671 o} ¥ Approved | SelectAll |
,—@ I canceled

From Date: [¥| completed
Through Date: Eﬂ ¥ Open

Pendi
Requester: | Q ¥lPen ind

O Haold AND Mot On Hold v
|ﬁ Save | |.(_1 Return to Search] |E| Motify | |E‘+ Add | | UpdatefDispIay-

Click the Frocess Monitor

ePro Requisition Class December 2013
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Favg'mtes [lair L\ﬂenu b eProcuLement >  Manage Requisitions
B Mew Windaw  ? Help Persnna\ize Page , htp +
" Server List |
UserID[mshan [, Type - Last - \ 1 Days * | Refresh |
Server - Name | @, Instance ‘ to ‘
Run Status - Distribution Status A @Save On Refresh
Process List
Select | Seq. Process Type Process Name User Run Date/Time Run Status Llewllindies Details
[ ] 2487193 SOR Report PORQO10 mshah  11/11/2013 4:56:28PM CST Clueued A Deetails
] 2487145 Application Engine FS_BF mshah 111172013 1:06:52PM CST Success Posted Details 3
0 2487140 Application Engine FS_BP mshah  11/11/2013 12:30:14PM CST Success Posted Details
] 2487138 Application Engine FS_BF mshah  [11/11/2013 12:20:36FM CST Success Posted Details
0 2487138 Application Engine FS_BP mshah  11/11/2013 12:11:28PM CST Success Posted Details
] 2487131 Application Engine FS_STREAMLM mshah  [11/11/2013 10:40:594M CST Success Posted Details
0 2487130 Application Engine FS_STREAMLM mshah  11/11/2013 10:27:07AM CST Success Posted Details
Go back to Requisition Print I} B
B save | [ oty | :
< : : 1 S

When the | changes to =Success gnd the

Distribution

Status changes to Paosted

Click the EEBEIS |ink

ePro Requisition Class December 2013
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ORACLE’

Favorites - Main Menu »  eProcurement > Manage Requisiions
- H - -

Harne I Warklist

Process Detail

Instance 2487193 Type S0OR Report
Name FORQO010 Description Requisition Print SQOR
Run Status < ccess Distribution Status pPosteqd

[Run — Y e Process

Run Control ID mshah

Location Serger

| Cancel Reguest

Server PSUNK
@ Delete Request

Recurrence (" )Restart Request
Request Created On 11/11/2013 4:59:44PM CST Parameters Transfer
Run Anytime After 11/11/2013 4:58:29PM CST Messange Log
Began Process At 11/11/2013 5:00:04FPM CST Batch Timings
Ended Process At 11/11/2013 5:00:14PM CST Wiew Log/Trace
| 0K || Cancel |

Click the

ePro Requisition Class December 2013
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ORACLE

Home
Favorites ~ Main Menu  »  eProcurement  :  Manage Requisitions
- : - -

I Wiorklist

B New Wind
View Log/Trace
Report
ReportID: 1414801 Process Instance: 2487133 Message Log
Name: PORGO10 Process Type: SOR Report
Run Status: Success
Requisition Print SOR
Distribution Details
Distribution Node: LIN[X Expiration Date: 01102014
Name File Size (hytes) Datetime Created
SOF_PORCO10_2487193 log 1,658 11/11/2013 5:00:14 285940PM CST
|porg010_2487193 POF 2231 11/11/2013 5:00:14 2B5940PM CST
porgd10_2487193 out 70 11112013 5:00:14.285940PM CST
Distribution ID Type *Distribution ID
User mszhah
| Return | m
Click the |QDI’QE|1E| 2487183 .POF | link
ePro Requisition Class December 2013
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Requisition
Business Unit: DEP12 APPROVED
Req ID: Date Page
Ship To: FINANCE DEPT - ACCOUNTS DIV 1200000671 11/07/2013 1
CITY HALL - 3RD FLOOR WEST Requisition Name:
414 E. 12TH STREET 1200000671
KANSAS CITY MO 64106 Requester Currency
Shah, Mian UsD
Requester Signature
Line-Schd _ltem Descnption Mig 1D Quantity UOM Price Extended Amt Due Date |
1-1 test Contracts 1.0000 EA 16.00 16.00
Buyer: Simpson, Ronnell
Vendor. 0000000001 UZ ENGINEERED PRODUCTS
Attn Shah, Mian
Line Total: 16.00
Total Requisition Amount: 16.00
[

The Requisition will open.
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Cancel a Requisition:

Favorites © Main Menu > eProcurement > Manage Requisiions
> : - -

Manage Requisitions
¥ Search Requisitions
To locate requisitions, edit the criteria below and click the Search button

@ New Window P Help

Persanalize Page & hitp

Business Unit: DEP12 Q Requisition Name:

Requisition ID: 1200000676 @ Request Status: All bt Camplete -
Date From: 11/04/2013 [ Date To: 11/11/2013 [=

Budget Status:

PO ID:

Requester: mshah ), Entered By: Q,

| Search || Clear |

Requisitions €
To view the lifespan and line iterms for a requisition, click the Expand triangle icon
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go

Req ID Requisition Name BU Date Status Budget

1200000878 1200000876 DEP12  11/11/2013  Pending valid 5,001.00 UsD Ie Go
Create New Reqguisition Review Change Reguest Review Change Tracking Manane Receipts Fequisition Repart

Canceling a requisition requires that you have the access to do so. If you do,

Select Cancel Reguisition in the drop down

Click ~ 5o

Favorites = Main Menu > eProcurement > Manags Requisitions
- : - -

Requisition Details for: Shah, Mian
Business Unit: DEP12 Date: 111112013
Requisition Name: 1200000676 Status: Fending
Regquisitien ID: 1200000676 Total: 5,001.00 USD
Line Details
Line Item Description  Status Price Qty
1/ Test Pending Approval 5,0071.00000 Each 1.0000

@NEWWmdDW ? Help

Return to Manage Requisitions | Egnachiscasioiian

Personalize Page ., hitp

Click | Cancel Reqguisition

ePro Requisition Class
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ORACLE

Home |

Favorites - Main Menu > eProcurement > Manage Requisitions
- : - -
@NemedDw ? Help Personallze Fage u hittp

Manage Requisitions
* Search Requisitions

To locate reguisitions, edit the criteria below and click the Search buttan.

Business Unit: DEP12 3, Requisition Name: ‘ <

Requisition ID: ’WQ Request Status: Al but Complete hd Budget Status:

Date From: [11mazms [H Date Te: T1/11/2013 e

Requester: mshah , Entered By: Q PO ID: sl
Search H Clear |

Requisitions €
To view the lifespan and line items for a requisition, click the Expand triangle icon
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go

Requisition Name BU Date Status Budget

b 1200000876 1200000678 DEP12  11/11/2013  Canceled Mot Chk'd Go
[z

Create New Fequisition Review Chance Request Review Change Tracking Manage Receipts Eequisition Report

Requisition Status is ~#"°®/*
Budget |

Budget Status is "otk
Select Check Budget
Click =~ 6o
You can re-open a cancelled requisition from the drop down window.
ePro Requisition Class December 2013
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Review a PO:

Favorites © Main Menu  »  eProcurement = Manage Requisitons
- H - -

Manage Requisitions
~ Search Requisitions
To locate reguisitions, edit the criteria below and click the Search buttan

=]

@NEWWmdDW ? Help F'Erscmahze Page http

Business Unit: ’WQ Regquisition Name: a
Regquisition ID: ’WQ Request Status: All but Complete v Budget Status: h
Date From: [11mamma B Date To: mmz @

Requester: WQ‘ Entered By: ’—Q PO ID: le]

Clear ‘

Search ||

Requisitions
To view the lifespan and line iterns for a requisition, click the Expand triangle ican
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

BU Budget
Walid

Date Status

Requisition Hame

15.00 USD <Select Action=

¥ 1200000670 1200000870 DER12  11/07/2013  PO(s) Created
Regquester: Shah, Mian Entered By: Shah, Mian Prierity: Medium
Pre-Encumbrance Balance: 000 uUsp
g = X i
= i ! = @ o ] = a—
e Purchase Change ¥ = Sl
Requisition Approvals Inventory EED Request Receiving Returns Inwoice Payment

Reguest Lifespan:
Line Infermation ize | Find | = |
Line Description Status Price Quantity uomM Vendor
1 Test Contract remaval PO Created 15.00000 usD 1.0000 EA U7 ENGINEERED PRODUCTS x

Create MNew Requisition Review Change Request Feview Change Tracking

Manane Receipts Requisition Report

Enter a Requisition ID

Search

Click

Click the = icon

Purchasze
Orders

You can click the Fedauistion  qp
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OoRACLE’

Favorites  Main Menu > eProcurement > Manage Requisitons
- : - -

Home | orklist | MultiChannel Console | Addto
@New\l\/mdnw ? Help Persnnahze Fage , http

Requisition Details

Requisition Name Reguisition ID Unit Status
1200000670 1200000670 DEP12 1140772013 FQ(s) Created 15.00
Pre-Encumbrance Balance: 0.00 uso
Line Item Description Source Status Amount Onl Ot Price Status Total
1 Test Contract rermoval Complete N 1.0000 Each 15.00000 USD Approved 15.00

* PO Information

PQ's have been created for this Requisition. To view the PO details for a specific Requisition line click
0 the triangle on the PO Information bar. If there is no PO Infarmation bar then that Requisition line does
not hawe a PO created for it yet

Return to Manage Requisitions Requisition Schedule and Distribution

If you clicked the Ee2uston jink the above page will open

Click the icon to open the PO

ePro Requisition Class December 2013
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Favorites © Main Menu *  eProcurement  »  Manage Requisidons
= i - -

@Nemeduw ? Help Personahze Page hittp

hiEn

Requisition Details

Requisition Hame Requisition 1D Unit Status
1200000670 1200000670 DEP12 1140772013 PO(s) Created 15.00
Pre-Encumbrance Balance: 0.00 uso
Line Item Description Source Status Amount Onl 0t Price Status Total
1 Test Contract rermoval Complete N 1.0000 Each 1500000 UsD Approved 152.00

* PO Infermation

10f1 Last

PQ Ne. PO Status Vendor Receipt Status

1200000847 Pending UZ ENGINEERED
ApprovaliApproved PRODUCTS

PO Line Information

FO Mot Received

First 10f1 Last

PO Line Sched # Due Date Ship To PO Oty Price

1 1 110772013 Ga0 1.0000 15.00000 USD

PO's have been created for this Requisition. To view the PO details for a specific Requisition line click
o the triangle an the PO Information bar. If there is no PO Information bar then that Requisition line does
not have a PO created for it yet

Return to Manage Requisitions Requisition Schedule and Distribution

The PO information will be displayed.

Click the Feguisition Schedule and Distribution

link to review Requisition Schedule and
Distribution information.
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Home |

Favorites  Main Menu > eProcurement > Manage Requisitons
- : - -

@New\fvmduw ? Help F‘Ersuna\ize Page http

hEEn

Requisition Schedule and Distribution

Business Unit: DEF1? Requisitien ID: 1200000670 Total Amount: 15.00 UsD

Requester: mshah Req Name: 1200000670 Status: PO(s) Created Date: 11/07/2013

I First B q of 1 |

Line: 1 Test Contract rernoval Quantity: 1.0000 UOoM: EA - Item Price: 15.00000 usp
Schedule

Il First 10f1

Sched: 1 Ship Te: G50 Due Date: 11072013 Attention To: Shah, Mian
Quantity: 1.0000 Item Price: 15.00000 Merchandise Amount: 1500 usD
Distribution First 11 011 O ot
G More Details | More Details 2 | Assst Information | Budget Information |
Dist # Status Dist Type Location Req Qty Merchandise Amt Percent GL Unit Entry Event Account Oper Unit
1 Processed G50 1.0000 15.00 100.0000 KCMBU 601100
Return to Previous Page Return to Manage Requisitions

Click [FetuntoManage Reauisiions | g g6 to the beginning of the Requisition, or

Click [FEum e Previous Pace [y ety to the PO information page.
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Inquire Receipts:

Faworites
e

Main Menu > eProcurement > Manage Requisitions
- -

Manage Requisitions
~ Search Requisitions

Business Unit: DEF12 Q, Requisition Name:

Requisition ID:

a
1200000877 Q Request Status: All but Complete A Budget Status: v
Date From: 1102012 [ Date To: 11112013 [
Requester: mshah Q, Entered By: Q POID: Q
| Search || GClear |

@Nemeduw ? Help @Persnmalize Page

To locate requisitions, editthe criteria below and click the Search button

Feg ID

¥ 1200000677

Requester:

1200000677 DEP12

1111172013 Received

Toviewthe lifespan and line iters for a requisition, click the Expand triangle icon
To edit or perform anather action on a requisition, make a selection from the Action dropdown list and click Go.

Walid

Description Status

1 Test2 Received

4.00 USD =Select Action= - Go \
Shah, Mian Entered By: Shah, Mian Priority: Mediurm
Pre-Encumbrance Balance: 0.00 UsD
=} [ = Iywil = :
Q E Furch Ch =] o
Requis fien Appravak Inventery S RE:::; Receiving Returns [ Payment
Request Lifespan:

Frice

4.00000

aiize | Eind [ |

First B 4 of 1 L 1 ast
Quantity uom wendar

usD 1.0000 EA UZ EMGINEERED PRODUCTS

Create Mew Requisition Review Chante Request

Review Chane Tracking

Manage Receints Requisition Report

=
Bohtto

Open a Requisition

. Tl R ipt .
Click the [MmeRemeints [ oo
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ORACLE’

Home | Wordist | MuliChannel | Add to Faworites
Favorites | Main Menu > eProcurernent > Manage Requisitions

B e Window ?Help @F’ersanahzePage ,hﬂp
Manage Receipts

Search Criteria

Received Date From: 101122013 5 To: 1171172013 Show Status: ReceiediOpen -
Business Unit: DEF12 O Receipt ID: ooonooo4ta Ship To:
PO Unit: 1 T —
" Y POID: | seamh | Clear
Add MNew Receipt Process Receipts Inspection Review ASN Receipt Manage Return to Vendars
Enter search criteria and click Search to view existing receipts. D}

Return to Manage Requisitions

Click ~ Seaeh  to review all Receipts, or

Add 3 PO Unit: I—Q PO ID: li

for a specific PO, or

Add a Business Unit: [DEP1Z @ Receipt ID: [o00000419

| for a specific Receipt

Click ~ 8®ach  after adding a PO or a Receipt #. Receipt will be displayed

Home | ‘wiokdist | MultiChanne s | Addto Favorites

orites | Main Menu > eProcurement > Manage Requisitions

B
@NQWWmdnw ? Help EfPersnnahzePage ,hﬂp

anage Receipts

earch Criteria

ieceived Date From: 1001212013 3 To: 11123 [ Show Status: Received/Open -

usiness Unit: DEP12 Q) Receipt ID: 0000000418 Ship To:

O Unit: ] : ] = r—T ———
" Q PO ID: | search | Clear |

d Mew Receipt Brocess Receints 1 Beview ASM Receipt Manage Return to Yendors

siness Unit Receipt 10 Date FOID wendor Status

EF12 0000000419 1161172013 1200000854 UZ EMGINEE-001  Received B % = B

eturn to Manage Requisitions

If no PO or Receipt is selected, then all Receipts will be displayed for the Period as
displayed above.

ePro Requisition Class December 2013
(Page 53 of 59)



City of Kansas City, Missouri
ePro Requisitions Training Manual

Procurement Life Cycle:

Home MultiChannel Coy

B Mewswindow P He

Manage Requisitions
~ Search Requisitions

To locate requisitions, editthe criteria pelow and clickthe Search button.

Business Unit: DEP12 @, Requisition Mame: | aQ
Requisition ID: W Q Request Status: All but Complete A Budget Status: A
Date From: [0tz | Date To: [fmzots

Reguester: mshah Q, Entered By: Q, PO ID: Q,
| Search || Clear |

Requisitions @
Toview the lifespan and line items for a reguisition, click the Expand triangle icon:
To edit or perforrn another action on a reguisition, make a selection from the Action dropdown list and click Go.

I 1200000677 1200000677 DEP12 1111172013 Received

Create Mew Reguisition Review Chanie Reguest Review Chanoe Tracking Manane Receints Requigition Report

To view the Life Cycle, add requisition #

C||Ck Search

Click the drop down Window | <Select Action.. ~|

| Regquisition

Select

Click -~ 6o
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ORACLE’

Favorites Main Menu > eProcurement > Manage Requisitions
Requisition Cycle for: Shah, Mian

Business Unit:
DEFP12

Eeguisition
Reguisition Mame: 1]
1200000677 Payment Anprovals
Date Entered:
111152013
Ciate Last Changed: '
T3 12:41:54P0 I nice Inventory
& ¥
Returns Purchase
Orders
Receiving Change
Request

Manage Bequisitions Manade Appravals

The above Page will open. You can click the active icons to open that document.

=1

Furchase

For example, click the L2 | jcon to open the PO.
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ACLE

Favorites © Main Menu » eProcurermnent » Manage Requisitions
- E - -

Purchase Order Inquiry

Business Unit: DEF12
Requisition information 1af 1 Last
Requisition ID: 1200000677  Line Humber:
PO information 1of 1 Last
PO Number: 1200000854  Buwer rsimpson Change Order:
PO Status: Dispatched

PO Date: T1M1/2013 Vendor 1D: 0o0oo0oooo1 Terms: a0

- u
Lines Personalize | Find | Wiew 2| 2] | L First B4 of 4 Last

terchandise

Lin term 1D Description Amt o PO Gty Status Lime Detzil=s

1 Test2 4.00USD EA 1.0000  Approved %

Beturn to Reguisition Cycle

Click the [EetunioReadiciion Ciele | Jink to go back to the previous page.
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m
|

Queries:

Navigation: Reporting Tools > Query > Query Manager

Query Name Description

KCM_REQ_INFORMATION Requisition Information
KCM_REQ_N_APPROVED Req not approved by Dept
KCM_REQS_W_ERRORS Regs with Budget Errors
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Reports:

Navigation: eProcurement > Reports

Inquiries

PO Inguiry
Inguire on purchase order details.

PO Activity Summary
Inguire on purchase order activities.

PO Change History
Inguire on purchase order change histary.

Reports

Expediting Report
Provides purchase order details such as late days and due date sorted by buyer, vendor, or
due dates.

PO Listing Report
Provides purchase order information sorted by purchase order date, wendaor, buyer, or status.

PO Status Listings
Provides purchase order status information sorted by vendor or itermn.

PO Detail Listings
Provides detailed purchase order information sorted by purchase order date, vendor, or
buyer.

PO Schedule Listings
Provides purchase order schedule information such as ship to and due date sorted by
purchase order date, vendor, or buyer.

PO To Requisition Xref
Provides a cross reference between reguisitions and the purchase orders created from those
requisitions.

PO Item Category Usage
Provides purchase order item usage information by catalog or vendor.

Requisitioh To PO Xref
Provides information about selected reguisitions and the purchase orders that were created

frovre thioen
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Requisition status Values:

Approved: Requisition has been approved.
Complete: Requisition has been processed through to completion.

Open: This status appears by default from the requester setup. The requisition is not
eligible to enter the approval process until an authorized user changes its status to
Pending Approval.

Pending approval Requisition is eligible to enter the approval process.

Canceled: Requisition has been canceled.
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